
CHARLES COUNTY GOVERNMENT
RECORDS MANAGEMENT DIVISION

RECORDS RETENTION AND DISPOSAL SCHEDULE

Schedule No.

Page J of

Agency
Charles County Government

Division/Unit
Human Resources

Item
No.

Description Retention

1 Human Resources General Correspondence
Incoming letters, outgoing letters, memorandum
and miscellaneous departmental and outside
agency information.

Employee Leave Records
Annual departmental employee leave records.

Employee Personnel Records
Files contain original applications, evaluations,
awards, disciplinary actions, promotion letters,
salary information, written correspondence, etc.

Recruitment Files
Files contain employment applications, job
descriptions, personnel requisitions and approvals
to hire, job advertisements, and interview schedules.

Screen annually. Destroy
material having no further
administrative, fiscal, legal,
or operational value. Retain
permanently any material
that serves to document
the origin, development,
and accomplishments of the
department. Transfer
periodically to the MD State
Archives.

Retain for three years after
employee termination, then
destroy.

Retain for three years after
employee termination, then
destroy.

Retain one year from date
of action, then destroy.

Schedule Approved by Department,
Agency, or Division Representative
Date &
Signature
Typed Name EKigene
Title County (o/dministrator

Schedule Authorized by State Archivist

Date JUN 2 2 1998

Signature ~lc.



CHARLES COUNTY GOVERNMENT
RECORDS MANAGEMENT DIVISION

RECORDS RETENTION AND DISPOSAL SCHEDULE
(Continuation Sheet)

Agency
Charles County Government

Division/Unit
Human Resources

Item
No.

Description

RISK MANAGEMENTLFILES

Charles County_Commlssioners_NotLQe_Qf
Claims and Lawsuits
Files contain correspondence related to notice,
accident reports and investigative findings.

OSHA Log and First RepprJLofinjury/Illnesses
Files contain injury/illness accidents, medical
evaluations and invoices for payment.

Dept. of Transportation RandomLD/JU£ J&sjtirjg
Files contain names of employees tested, test
results, and testing bills.

Material Safety Data Sheets
Files contain material safety data sheets for
chemicals and describe the common name
and the manufacturer's name of each chemical,
first aide treatment procedures and fire fighting
procedures.

Retention

Notice of claim with no
further action, retain 5 years,
then destroy.
Notice of claim with law-
suit filed, retain 7 years
after settled, then destroy.

Retain in Human Resources
Office custody for 5 years
following the year to which
they relate and then destroy.

Retain for 5 years and until
all audit requirements
have been fulfilled, then
destroy.

Retain for 40 years after
discontinued use of the
specific chemical, then
destroy.



{Schedule No.
CHARLES COUNTY GOVERNMENT
RECORDS MANAGEMENT DIVISION

RECORDS RETENTION AND DISPOSAL SCHEDULE
(Continuation Sheet) ;

Agency
Charles County Government

Page 3 of 3

Division/Unit
Human Resources

Item
No.

Description

BENEFIT ADMINISTRATORFILES

Employee Benefit Files
Files contain health insurance information, life
insurance information, and all other benefit
information.

Employee FMLA Files
Files contain information and documentation of
employee leave usage covered by the Family
Medical Leave Act.

Retired Employee Benefit Files
Benefit information on employees that have retired
from Charles County Government. Files contain
current health insurance information.

Retention

Retain for three years after
employee termination or
one year after termination
of plan, then destroy.

Retain for three years after
employee termination, then
destroy.

Retain for three years after
employee termination or
one year after termination
of plan, then destroy.



Instructions • Type or Print a separate form for wen
now or revised record series, forward with Record
Retention Schedule (DGS 550-1)

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7275 WATERLOO ROAD
P.O. BOX 278

JESSUP. MARYLAND 20794

AGENCY RECORDS INVENTORY

PAGE _ 1 _ OF

f I, D epartment/Agency 2. Division 3. UnK

DEFINITION - RECORD SERIES • A group of related record* normally filed and used as ft unH for f fan»hce as Well as retention ftnd deposition purposes.

4. Record Series Title

Correspondence Files

S. Earflest Year/Latest Year
1987 toPresent

6. Record Series Description (Briefly describe the typos of Informationn/documentsiformt found In the Uriet. Include the purpote or function of the series.
i • .

Miscellaneous departmental information and outside-agency information.

7. Record Series Format(s)

X3 Letter Size • Microfilm

• Legal Size O Computer Tape

D Bound Book • Floppy Disk

D Aucio Tape D Video Tape

D Other (specify)

8. Record Series Sequence

£l Alphabetical

D Numerical

D Chronological

• Geographical

D Other (specHy)

9. Volume

Number

09 File Drawer(s)
D Microfilm ReeJ(s;

• Computer Tape(s)
D Other (specify)

10. Annual Accumulation
ta FUe Drawees)
D Microfilm Reel(s;

D Computer Tape(s)
Number D Other (specify)

11. File is Used
ft Daily D Weekly D Monthly

\Z. File Becomes Inactive After
10 D Monlh(s)

Number
B Year(s)

13. Current Location(s) (Bldg., Floor, Room)

P e r s o n n e l

14. Is Record Series Duplicated Elsewhere?
(If yet. tpeeffy agency or office)
D Y*» B No

15. Access Restrictions D Yes & No
(If Yes. cite Law(s) & Regulation(s)

16. Audit Requirements

& None a State D Federal D Independent

17. Is an Index System Used? (If yes. explain briefly and describe
any hadware/software

D Yes No

16. Recommended Retention

10 Yeara

/<?.' Name and Title of Preparer 20. Telephone Niirnbef 21. Data

660-4 (Rev. 1/93)



Instructions • Type or Print a separate form for each
now or revised record series, forward with Record
Retention Schedule (DGS 550-1)

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7275 WATERLOO ROAD
P.O. BOX 275

JESSUP, MARYLAND 207M

AGENCY RECORDS INVENTORY

PAGE

D epartment/Agency 2. Division 3. Unit

DEFINITION - RECORD SERIES - A group of related records normally filed and used as a unit for reference as wen as retention and disposition purposes.

4. Record Series Title

Leave Records

•5. Earflest Year/Latest Year

6. Record Series Description (Briefly describe the types of informationn/documents/forms found In the series. Indude the purpose or function of the series.

End of year leave records.

7. Record Series Format(s)

B Letter Size D Microfilm

D Legal Size • Computer Tape

D Bound Book

• Audio Tape

• Floppy Disk

D Video Tape

D Other (specify)

8. Record Series Sequence

O Alphabetical

D Numerical

D Chronological

D Geographical

B Other (specify)
Yearly

9. Volume

Number

K) File Drawees)
D Microfilm Reel(s)

D Computer Tape(s)
D Other (specify)

10. Annual Accumulation
Si File Drawees)
D Microfilm Reel(s)

• Computer Tape(s)
Number • Other (specify)

11. File is Used
D Daily • Weekly Kl Monthly

12. File Becomes Inactive After
1 D Month(s)

Number
El Year(s)

13. Current LocaBon(s) (Bldg., Floor, Room)

Personnel Department

14. Is Record Series Duplicated Elsewhere?
(If yes. specify agency or office)
• Yes D No

15. Access Restrictions B Yes
(If Yes. rite Law(s) & Regulation(s)

Confidential

D No it. Audit Requirement*

Q None • State D Federal D Independent

17. Is an Index System Used? (II yes, explain briefly and describe
any hadware/software

1 1 Recommended Retention

D Yes No 3

9. Name and Title of Preparer

650-4 (Rev.

20. Telephone Number 21. Date



InsUictlons • Type or Print a separate form for each
now or revised record series, forward with Record
Retention Schedule (DGS 550-1)

DEPARTMENT OF GENERAL
RECORDS MANAGEMENT DIVISION

7275 WATERLOO ROAD
P.O. BOX 275

JESSUP. MARYLAND 20794

AGENCY RECORDS INVENTORY

PAGE OF

11, D epartment/Agency

e r c o n n o l '

2. DMslon 3. Unit

DEFINITION - RECORD SERIES - A group of related records normally filed and used fts a unit for reference as well as retention And disposition purposes

4. Record Series Trtie

Personne l F i l e s

5. Earliest Yaar/Utest Year
^13

6. Record Series Description (Briefly describe the types of Informationn/doeuments/lorms found In the series. Include the purpose or function of the seHes.

Active and Inactive

7. Record Series Format(s)

CS Letter Size D Microfilm

O Legal Size D Computer Tape

O Bound Book D Floppy Disk

D Audio Tape D Video Tape

D Other (specify)

8. Record Series Sequence

B Alphabetical

O Numerical

• Chronological

D Geographical

D Other (ipterry)

9. Volume

A
Number

Drawer(s)
D * Microfilm Re*!(s)

b Computer Tape(s)
D Other (specify)

10. Annual Accumulation
B We Drawees)
ti MlctofHm Reel(s)

_ ^ _ _ D .Cdhiputer T«p»(s)
Numoer D Other (specrfy)

11. File is Used
Daily D Weekly D Monthly

12. File Becomes Inactive After f
D Month(s)

Number
D Year(s)

13. Current Location(s) (Bldg., Floor, Room)

P e r s o n n e l D e p a r t m e n t F i l e Room'

14. ti Record Serie* Duplicated Elsswhere?
(If yes, tpedfy agency or office)
D Y«« j£ No

15. Access Restrictions B Yes
(If Yes. die Law(s) & RegulaBon(s)

Confidential Information

D No 16. Audit Requirements

£5 MohO B Sktd D Federal D Independent

17. Is an Index System Used? (If yes, explain briefly and describe
any hadware/software

d. Recommended FietehHoh

Yes No

Name and Title of Preparer 20. Telephone Number •

•iev.

21. Date



*•

Instuctions • Type or Print a separate form for each
now or revised record series, forward with Record
Retention Schedule (D.GS 550-1)

V l t Department/Agency

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7275 WATERLOO RoAD
P.O. BOX 275

JESSUP. MARYLAND 20794

2. Division

-Uu tort AV *Vji & rsn TOGA

AGENCY RECORDS INVENTORY

PAGE J ^ _ OF

3. Unit

n c a w m n n - npnonn SPRIFS . A nmtip of rolatnd record* normally filed 6nd used as ft unH for reference as well as retention tnd rfsposKion purposes.

4. Record Series Tide

Recruitment Files

S. Earftftst Year/Latest Year
iqqS toPrpconf

G. Record Series Doscription (Briefly describe the types of Informationn/documentsVforms found In the series. Include the purpose or function of the series,
i

Applications for employment with job descriptions, personnel requisitions, authorization to
hire and job ads.

;

7. Record Series Format(s)

Q Letter Size D Microfilm

D Legal Size D Computer Tape

D Bound Book • Floppy Disk
rvl ». ..

d Audio Tape d Video Tape

O Other (specify)

11. File is Used. • "
D DaJly D Weekly

13. Current Locat)on(s) (Bldg... Floor. Room)

P e r s o n n e l F i l e Room

8. Record Series Sequence

a Alphabetical

D Numerical

0 Chronological

0 Geographical

d Other (specify)

& Monthly

15. Acoess Restrictions "fe Yes • No
(If Yes. cite Law(s) & Regulation(s)

17. Is an Index System Used? (If yes. explain briefly and describe
any hadwa/e/software

D Yes B No

J"?. • Name and Title pi Preparer

;tiS S5CM (Hev. 1/^ij " ' " ' '

8. Volume
B _EI)e Drawer(s)

^ U Microfilm Reel(s)
Q Q ComDuter Taee(s)

Number d Other (specify)

10. Annual Accumulation
b File Drawerts)
d Microfilm Reel(s)

d ComDUter Tape(s)
Number d other (specify)

ii. File Become* Inactive After
A . d Month(s) XJ Year(s)

Number

14. 1* FtecottJ Serlei buphcflted Etftftwhere?
(If yes. tp^dfy agency or offbo)
d YeJ d No .

16. AodK Fiecjulrerrte'ht*

ri Nohe d State d Federal • Independent

15. Rfctirnrnehdtd fteiehtton

, • f\ _ ^ _ , .

20. telephone Nl/mbef • 21. bats



Instructions - Type or print a
separate form for each new or
revised record series.

AGENCY RECORDS INVENTORY

Page X of

1. Department/Agency
XXX

3. Unit/Program
XX

DEFINITION: Record Senes: a group of related records normally filed and used as a unit for reference as well as retention & disposition purposes.

4. Record Series Title_,

xx \F\Lk
5. Earliest Year / Latest Year

X X to X X

6. Record Series description
(Briefly describe the types of information/documents/forms found in the series. Include the purpose or function of the series.)

7. Record Series Format(s) i 8. Record Series Sequence
j -

^ Letter Size Microfilm • £>£ Alphabetical
i

• ^ Legal Size • Computer Tape Q Numerical

i i Bound Book ; : Floppy Disk | \^1 Chronological
i

: Audio Tape ; Video Tape | Q Geographical

9. Volume
Number

File Drawer(s)
j Microfilm Reel(s)
i Computer Tape(s)
Other (specify)

I

] 10. Annual
i Accumulation Number

Other (specify) Other (specify) I File Drawer(s)
Microfilm Reel(s)
Computer Tape(s)
Other (specify)

File is used:
Daily Weekly ; | Monthly

12. File becomes inactive after

o r
13. Current Location(s) (Building,

xx
XX

XX

14. Is record series duplicated elsewhere?
| j Yes t ^ j No (If yes, specify agency or office)

i-V
x
x

15. Access Restrictions
: Yes : | No (If yes, cite law(s) and regulation(s))

16. Audit Requirements | | None

State Q Federal \~\ Independent
County

17. Is an index system used?
• Yes fc£ No
(If yes, explain briefly and describe any hardware/software)

x
x

18. Recommended retention

19. Name and Title of Preparer

Title

20. Telephone Number

7&trt./*/*n^



Instruction? ? Type or Print a separate form for each
now or revised record series, forward with Record
Retention Schedule (DGS 550-1)

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7275 WATERLOO ROAD
P.O. BOX 275

JESSUP, MARYLAND 20794

AGENCY RECORDS INVENTORY

PAGE _ 1 _ OF

I, D epartment/Agency

Personnel

2. Division

Risk Management

3. Unit

DEFINITION - RECORD SERIES • A group of related records normally filed and used as a unit for reference as well as retention and disposition purposes.

4. Record Series Title Depar tment of T r a n s p o r t a t i o n ( D . O . T . )
Random d rug t e s t i n g

5. Earliest Year/Latest Year
1994 to.1997

6. Record Series Description (Briefly describe the types of informationn/documents/forrns found in the series. Indude the purpose or function of the series.
i

Names of employees pulled for the random drug test, results of the test and a copy of the
bill for each test. The use of this record is required by the D.O.T. The file needs to
be retained for five years from the date of the test.

7. Record Series Format(s)

$3 Letter Size D Microfilm

• Legal Size • Computer Tape

D Bound Book D Floppy Disk

C3 Audio Tape • Video Tape

• Other (specify)

8. Record Series Sequence

D Alphabetical

O Numerical

a Chronological

D Geographical

• Other (specify)

9. Volume

n/a
Number

S File Drawer(s)
D Microfilm Reel(s

D Computer Tape(s)
D Other (specify)

10. Annual Accumulation
E File Drawees)
D Microfilm Reel(s

D Computer Tape(s)
Number G Other (specify)

11. File is Used..
D Daily • Weekly fi Monthly

12. File Becomes Inactive After
5 D Month(s)

Number
Year(s)

13. Current Location(s) (Bldg., Floor, Room)
Personnel Office
Safety Officers Office

14. Is Record Series Duplicated Elsewhere?
(If yes, specify agency or office)
• Yes E No

15. Access Restrictions • Yes
(If Yes. cite Law(s) & Regulation(s)

• No 16. Audit Requirements

• None D State K> Federal D Independent

17. Is an Index System Used? (If yes, explain briefly and describe
any hadware/software

• Yes No

18. Recommended Retention

19. • Name and Title of Preparer 20. Telephone Number 21. Date





Instuctions • Type or Print a separate form for each
now or revised record series, forward with Record
Retention Schedule (DGS 550-1)

f \, Department/Agency

P e r s o n n e l

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7275 WATERLOO ROAD
P.O. BOX 275

JESSUP, MARYLAND 20794

2. Division

R i s k Management

AGENCY RECORDS INVENTORY

PAGE 1 OF 1

3. Unit

DEFINITION - RECORD SERIES • A group of related records normally filed and used as a unit for reference as well as retention and disposition purposes.

4. Record Series Title

M a t e r i a l S a f e t y Da ta Shee ts ( M . S . D . S . )

5. Earliest Year/Latest Year
to 1QQ7

6. Record Series Description (Briefly describe the types of Informationn/documents/forms found In the series. Include the purpose or function of the series,
i

The common name of the chemical and the manufacturers name-of the chemical. First aide
treatment procedures and f i r e f ight ing procedures.

7. Record Series Format(s)

i§ Letter Size • Microfilm

D Legal Size D Computer Tape

D Bound Book • Floppy Disk

• Audio Tape • Video Tape

• Other (specify)

8. Record Series Sequence

D Alphabetical

D Numerical

D Chronological

D Geographical

XI Other (specify)
Ry f)pnf „

11. File is Used: - "
a Daily Si Weekly 0C Monthly

13. Current Location(s) (Bldg., Floor, Room)
P e r s o n n e l O f f i c e
Safety Officers Office

15. Access Restrictions • Yes D No
(If Yes. cite Law(s) & Regulation(s)

17. Is an Index System Used? (If yes, explain briefly and describe
any hadware/software

D Yes m No

/<?. Name and Title of Preparer

UCib b&0-4 (Rev. 1/93)

9. Volume
D File Drawer(s)
D Microfilm Reel

M . S . D . S . • ComDirter Tar>e(.
Number D Other (specify)

3-ring binder

10. Annual Accumulation
• File Drawees)
D Microfilm Reel

M . S . D . S . • Computer Tape(
Number O Other (specify)

3-ring binder

12. File Becomes Inactive After
D Month(s) • Year(s)

Number

14. Is Record Series Duplicated Elsewhere?
(If yes, specify agency or office)
I ] Yes D No

A l l D e p t s . w h i c h have any c h e m i c a l s

16. Audit Requirements

• None K> Slate K) Federal • Independent

18. Recommended Retention /P^y^/Mp J-<& S~~~~
40 years a f t e r d iscont inued use of the
s p e c i f i c chemical •~TiU«s» *>• ?""is .̂-<r7 -̂~ .

20. Telephone Number 21. Date



Instructions -Type or Print a separate form for each
now or revised record series, forward with Record
Retention Schedule (DGS 550-1)

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7275 WATERLOO ROAD
P.O. BOX 275

JESSUP, MARYLAND 20794

AGENCY RECORDS INVENTORY

PAGE. OF

9 /, D epartment/Agency fl Q /V-> 2. Division 3. Unit

fill
DEFINITION - RECORD SERIES - A group of related records normally filed and used as a unit for reference as well as retentiori and disposition purposes.

4. Record Series Title

Charles County Commissioners Notice of Claims and Lawsuits

5. Earflest Year/Latest Year
1 9 8 9 to 1997

6. Record Series Description (Briefly describe the types of Informationn/documents/forms found in the series. Include the purpose or function of the series.
i

A file is maintained on all notices of claims and lawsuits filed against Charles County.
The file would contain all correspondence related to the notice, accident reports and
investigative findings.

7. Record Series Format(s)

Si Letter Size D Microfilm

O Legal Size • Computer Tape

• Bound Book • Floppy Disk

• Audio Tape • Video Tape

D Other (specify)

8. Record Series Sequence

B Alphabetical

D Numerical

D Chronological

D Geographical

• Other (specify)

9. Volume

2
Number

& File Drawer(s)
• Microfilm Reel(s)

• Computer Tape(s)
• Other (specify)

10. Annual Accumulation
fi File Drawees)
O Microfilm Reel(s)

1/4 D Computer Tape(s)
Number D Other (specify)

11. File is Used..
• Daily

(I

I Weekly • Monthly
12. File Becomes Inactive After

7 D Month(s)
Number

fi Year(s)

13. Current Location(s) (Bldg., Floor. Room)

Office of Chief, Risk Management
File room (2 boxes) C-Wing

14. Is Record Series Duplicated Elsewhere?
(If yes, specify agency or office)
• Yes S No

15. Access Restrictions • Yes
(If Yes. cite Law(s) & Regulation(s)

O No 16. Audit Requirements

B None D State D Federal D Independent

17. Is an Index System Used? (If yes, explain briefly and describe
any hadware/software

D Yes a NO

18. Recommended Retention

Notice of claim with "no~~further action - 5 yr.
Notice of claim with lawsuit filed - 7 yrs

after settled
Any legal file or documents will be forwarded
to County Attorney's Off,ice
disposal for approval.

/<?. Name and Title of Preparer 20. Telephone Number 21. Date

DOCM (Hev.





Insfructions, r Type or Print a separate form for each
now or revised record series, forward with Record
Retention Schedule (DGS 550-1)

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7275 WATERLOO ROAD
P.O. BOX 275

JESSUP. MARYLAND 20794

AGENCY RECORDS INVENTORY

PAGE _ L _ OF

tl, Department/Agency 2. Division 3. Unit

DEFINITION - RECORD SERIES - A group of related records normally filed and used as a unit for reference as well as retention and disposition purposes.

4. Record Series Title

OSHA 200 Log - First Report of Injury/Illness

5. Earliest Year/Latest Year
1992 to 1996

6. Record Series Description (Briefly describe tho typos of informationn/doajments/forms found in the series. Include the purpose or function of the series

The log and summary, OSHA1 200 and the First Report .of Injury Forms (replace supplementary
record OSHA 101) must be retained for five (5) calendar years following the end of the
year to which they relate. These files consist of injury/illness accidents, medical eval-
uations and invoices for payment.

7. Record Series Format(s)

S3 Letter Size

O Legal Size

D Bound Book

a Audio Tape

K) Other (specify)
1 1 ~v 1 7

11. Re is Used..
JD Daily

D Microfilm

D Computer Tape

• Floppy Disk

D Video Tape

••

n

DWee

8. Record Series Sequence

fj| Alphabetical

D Numerical

OS Chronological

D Geographical

D Other (specify)

9. Volume
0 File Drawees
• Microfilm Re«

D Computer Tape
• Other (specify)

10. Annual Accumulation
10 R e Drawees'
D Microfilm Ret

1/3 • Computer Tape
Number D Other (specify)

• Monthly
12. File Becomes Inactive After

5 • Month(s)
Number

Year(s)

13. Current Location(s) (Bldg., Floor, Room)

P e r s o n n e l Off ice and S t o r a g e Area

14. Is Record Series Duplicated Elsewhere?
(If yes, specify agency or office)
O Yes m No

15. Access Restrictions XI Yes • No
(If Yes. cite Law(s) & Regulation(s) Confidential

Contains employees social security numbers,
birthdates, addresses and phone numbers

16. Audit Requirements

D None S3 State D Federal jp Independent

Insurance

17. Is an Index System Used? (If yes, explain briefly and describe
any hadware/software

18. Recommended Retention

• Yes fi No
L a b e l e d

=£n~in Personnel Office custody for
5 yeara- and£hen destroy.

J9. Name and Title of Preparer 20. Telephone Number 21. Date

\n©V. l/oo)


